IMPORTING A TEXT FILE INTO EXCEL

“UNZIPPING” THE DOWNLOADED FOLDER
e The data you have received has been provided to you via a zipped file.

e To “unzip” the file, you will need a free program such as PKZIP or WinZip. This software may

have come standard with your computer (double-clicking on the zipped file will open the file).
If the software is not on your computer, you can download it for free from the internet.

e To unzip a file, double-click on the zipped file, then choose where to extract the folder (you
may want to extract it to your desktop). Or, follow the instructions provided with the zip/unzip

software.

IMPORTING THE TEXT FILE INTO EXCEL

NOTE: Excel has been chosen as the method for importing the data due to its popularity.
However, other programs may be used. Once the data has been imported into Excel, it can be

used in many popular mail merge programs (such as Microsoft Word mail merge).

e Launch Excel.
¢ Select File from the top of the screen, then Open...

o Select the text file that you extracted (the file ends in “.txt")

0 You may need to go to the Files of type: area at the bottom and choose All

Files in order to be able to see the text file.

[ Desktop v @ 4@ X i B Tooks~

[ )My Documents E
j My Cornpuker
& My Nebwork Places
< >
File name: W Open ,

¢ Hit Open. The Text Import Wizard screen appears.

e Choose the radio button titled Delimited. Leave everything else at the default setting.

Hit Next >.

Text Import Wizard - Step 1 of 3 a > ]

The Text Wwizard has determined that your data is Delimited,

If this is correct, choose Next, or choose the data bype that best describes your data,
Qriginal data type
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i - Characters such as commas or tabs separate each Field,

- Fields are aligned in columns with spaces between each Field,
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IMPORTING A TEXT FILE INTO EXCEL

¢ Uncheck all radio boxes except Semicolon. Leave everything else at the default setting.
Hit Next >.

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see
how your text is affected in the preview below,
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¢ Using the scroll arrows, locate the column that appears to be the zip code. In the menu above
the column, change this column to Text. Hit Finish.
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e Save the file to your computer.

NOTE: You will need to use the “Layout” file(s) that came with your download in order to
understand how to read the data in the columns.
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